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Honolulu, Hawaii 96813 
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SUBJECT: Resolution Authorizing the Revision of the General Records Schedule 
for the City Council, Agencies and the Boards and Commissions of the 
City and County of Honolulu 

We respectfully request approval by the Honolulu City Council to authorize the 
revision of the General Records Schedule for City governmental units. With changes to 
recordkeeping requirements in the laws, the retention period to retain City records have 
changed. We attach a proposed resolution for the favorable action by the Council. 

Should you have any questions, please call me at 768-3392. 

Sincerely, 

al.4) 1 IC  
'Sheri T. Kajiwara 
Director 

Attachment 

APPROVED: 

Roy K. Amemiya, Jr. 	 DEPT. COWL 	628  
Managing Director 
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RESOLUTION 

AUTHORIZING THE REVISION OF THE GENERAL RECORDS SCHEDULE FOR THE 
CITY COUNCIL, THE AGENCIES, AND THE BOARDS AND COMMISSIONS OF THE 
CITY AND COUNTY OF HONOLULU 

WHEREAS, Section 46-43(c), Hawaii Revised Statutes, authorizes the Council of 
the City and County of Honolulu to permit the disposal of vouchers, documents, and 
other records or papers after they have been retained for a period of time to be 
established through resolution by the Council; and 

WHEREAS, the City Council, the agencies, and the boards and commissions of 
the City and County of Honolulu ("agency or "agencies') devote substantial resources 
to the storage and maintenance of hardcopy records; and 

WHEREAS, the disposal of obsolete records is an essential part of the efficient 
management of records, and 

WHEREAS, fewer hardcopy records result in more office space available for 
employees and faster retrieval of the remaining records; and 

WHEREAS, significant changes in the law have occurred since the 
implementation of the current general record schedule ("ORS") and agency-specific 
record schedules; and 

WHEREAS, updating the GRS ("2016 ORS") will allow the agencies to better 
dispose of obsolete records in accordance with existing law; and 

WHEREAS, if a retention period stated in the 2016 GRS conflicts with the period 
stated in City Council's, an agency's or board's specific record schedule, the retention 
period stated in the 2016 GRS shall control unless the law provides otherwise; and 

WHEREAS, City Council, the agencies and boards will update their respective 
record retention schedules to conform to the GRS attached hereto as Exhibit A; now, 
therefore, 

BE IT RESOLVED that the 2016 GRS is hereby adopted; and 

BE IT FURTHER RESOLVED that the 2018 ORS becomes effective upon 
adoption; and 

BE IT FURTHER RESOLVED by the Council of the City and County of Honolulu 
that the City Council, the agencies and board of the City and County of Honolulu be 
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RESOLUTION 

authorized to dispose of records on the attached GRS at the end of the stated retention 
periods; and 

BE IT FURTHER RESOLVED that this resolution supersede all other resolutions 
pertaining to the records on the ORS attached hereto as Exhibit A; and 

BE IT FURTHER RESOLVED that if a record retention period in the 2016 ORS 
conflicts with the period stated in an agency's specific retention schedule, the retention 
period in the 2016 GRS shall control unless otherwise provided by law; and 

BE IT FINALLY RESOLVED that the Clerk is hereby directed to transmit copies 
of this Resolution to the Mayor, the Managing Director, the Directors of all City 
agencies, and the chairs of all City boards and commissions. 

INTRODUCED BY: 

DATE OF INTRODUCTION: 
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City & County of Honolulu 

GENERAL RECORDS 
SCHEDULE 
Issued by: 	Department of Customer Services 

Sheri T. Kajiwara, Director 

Effective date: 

EXHIBIT A 
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INTRODUCTION 

This General Records Schedule provides a single master retention schedule that serves as the 
authority for the retention and destruction ofrecords common to many City 8e County of 
Honolulu ("City") agencies. It insures unitbmi retention practices citywide and avoids 
duplication of effort. 

In this schedule, the "Office of Record" identifies the agency that is responsible for maintaining 
that record, If a specific agency is named, then it is that agency's responsibility to maintain that 
record according to its agency-specific retention schedule. Unless otherwise sperified, other 
agencies holding copies of these records ("non-records") may destroy them as soon as 
referencing needs have been met. 

If the reference in the "Office of Record l column is "Responsible Agency" or "Appropriate 
Agency," then the agency that generates the record and/or is responsible for it is the "Office of 
Record" and shall retain it according to this General Records Schedule. 

Litigation Hold. Record retention schedules may be suspended due to pending or anticipated 
litigation, investigation, or audit requirements. If the City is a party to such proceedings, 
relevant records will be subject to the litigation hold process as directed by the Corporation 
Counsel. 

Definitions. The following terms apply to the records retention program: 
I. Agency: Any unit of government in the City and County of Honolulu, including 

departments, boards, commissions and advisory committees. 
2. Non-record: For records management purposes, non-records are transitory, 

convenience, and work-in-progress documents, created in the normal course of bu siness  
that have minimal or no documentary or evidential value. 
These records of short-term interest, that may also be in electronic form, including 
e-mail messages, shall be destroyed as soon as they are no longer needed. 

Examples of non-records include: 
• Temporary documents, drafts, working files 
• Duplicates or copies for informational purposes 
• Routine transmittal documents 
• Administrative notices and announcements that do not serve as the basi s  

official actions, such as notices of holidays 
• Miscellaneous brochures and magazines, and non-research-related printed 

reference material. 

3. Office of Record: The agency that maintains the official record for retention purposes. 
4. Public Facilities & Infrastructure: Long-term physical assets financed and constructed 

by the government. 
5. Record: Information created, received, and maintained by the City as evidence and 

information in pursuance of legal obligations or in the transaction of business. The 
record maybe In hardcopy (paper, film, microfiche, etc.) or electroniedigital Ramat. 



Official record,  For records management purposes, records that reflect the final 
statements, actions or policies of the agency, and am the originals or master copies. Must 
he maintained until they are eligible for destruction according to the applicable retention 
schedule. 

One copy or a records designated as the official reword for retention purposes. All 
other copies are classified non-records and may be kept for a short period of time 
for reference purposes, and unless otherwise specified, may be destroyed when no 
longer needed. In any case, copies should not be kept longer than the official record. 

Records Retention Schedule: A retention schedule establishes official retention periods 
allowing for the legal and orderly destruction of records. They indicate the required 
period that records need to be retained bared on legal, regulatory, financial, operational 
and historical requirements. The City has two types of retention schedules: 

a. General Records Schedule ("CRS"). This schedule provides a single master 
retention schedule that serves as the authority for the retention and destruction of 
records common to many agencies. It insures uniform retention practices 
citywide and avoids duplication of effort, 

b. Agency-specific Records Retention Schedule. This schedule is the authority for 
the retention and destruction of official City records that are unique to a particular 
agency. Official agency records are listed on individual agency records retention 
schedules. Each agency shall develop its own retention schedule for its unique 
records. 

Abbreviations 
BPS: 	Budget & FiscalSe 
DOC: 	Department ofDesign & Constructi on 
DHR: 	Department of Human Resour 
DIT: 	Department of Information Technology 
MRC: 	Municipal Reference Center 
MRC-RM: Municipal Reference Center-Records Management Program 



RECORDS RETENTION SCHEDULE "General Records Schedule 
(for Records Common to Many Agencies) City County of Honolulu 

Effective 

Revisio 

date 

date 

RECORD CATEGORY RECOROmLE COMMENTS SYSTEM OFFICE OF 

RECORD 

RETENTION 

PERIOD 

GRS 1 ADMINISTRATION 
GRS 1- 

G 

GRS 1- 

03.2 

03,2 

• 

03.3 

GRS 1•CORRESPONDENCE 

AUDITS 

CALENDARS & 

SCHEDULING 

COEmESPONDENa 

Letters. memos, e- 

(LeLters, memos, e ,  

mail) 

CORRESPONDENCE 

(Lelters, 	 einol, 

mail) 

Audit Reports - Non-financial 

(Reviews conducted by internal or 

external audAors regarding the 

management or performance of a 

Program or department/ 

Calendars, appointment books, 

planners 

Correspondence - GeneAal 

Oncoming and outgoing 

correspondence of routine matters that 

are Carried out according to ealSdag 

policies and procedures. Does not 

include contract-related 

correspondence.)  

Correspondence -Depallment Poky 24 

Procedure. 

(Correspondence that state or form the 

basis of department policy, set 

important precedents or record 

important events in the operational and 

organ/zational history of the 

department.) 

Correapondence-TraaSDOly 

(Documents of short-term interest that 

have no documentary or evidentlei 

value chat are not covered elsewhere in 

he retention schedule. Includes 

correspondence that requires no 

administrative action, policy decision or 

action, such as holiday notices, 

reminders of charitable campaigns, 

upcoming events, urrscA ■elted vendor 
sacications, etc.) 

Working files & 

support 

documents, final 

report 

Responsible 

Agency 

Responsible 

Agency 

Responsible 

Agency 

ReSpOnabla 

Agency 

Responsible 

Agency 

6 years after 

completion of 

audit, project 

or Program. 

whichever is 

later 

Not longer 

than 3 years 

Not longer 

than 3 years 

10 years after 

superseded 

Destroy 

immediately  

Page 1 



RECORDS RETENTION SCHEDULE "General Records Schedule 
(for Records Common to Many Agencies)" City County of Honolulu 

RECORD 

# 

CATEGORY RECORD TITLE COMMENTS SYSTEM OFFICE OF 

RECORD 

RETENTION 

PERIOD 

GRS1.- DONATIONS Department Donor Files The Oty Clerk Responsible 10 years after 

09.1 (Records that lineament gifts & 

contribrtions, including donor and 

acknowledgment letters, acquisition 

arts, (necks, recelpta) 

houses related 

resolution and 

associated 

documents. 

Agency disposition of 

onatirtrt 
contribution 

ORS 1- FACILITIES 8i REAL Facility (office) Lease ay as lessee or Responsible years after 
05.1 PROPERTY (Original lease document and contract 

administration alert 

iessor. 

Copy scanned 

and sent to 

Agency sernination 

of !ease 

Purchasing. 

GR51- FACIUTEES& REAL Real Property Documenrs: DX (Land 20 years after 
PROPaRTf (Agreements. conveyance documents 

and supporting documentation) 
Division) disposal of 

property 

• Acquisition, sale, transfer 

• Easements 8, rights-of-

way 

• Lend Leases 

ORS a. LEGISLATIVE& 

EGULATORY 

State & City Legislative Tracking File Responsible 

Agency 
Not longer 

than 3 years 
RACKING 

GRS I- MEETINGS - AGENCY Internal/Department Meetings Responsible Not longer 
07.1 (Includes meeting agenda, minnteg, 

reports and other related 

documentation.) 

Agency than 3 years 

GRS I- 

07.2 

MEETINGS- PUBLIC PiabIic Meetings 

iincludes agenda, official record of 
meeting proceedings, sthibits and 

Responsible 

Agency 

Permanent 

Other material referenced in the 

Meetings and supporting 

documentation.) 

Page 2 



RECORDS RETENTION SCHEDULE "General Records Schedule 
(for Records Common to Many Agencies)" Ci y County of Honolulu 

RECORD 

# 

CATEGORY RECORD TITLE COMMENTS SYSTEM OFFICE OF 

RECORD 

RETENTION 

PERIOD 
GRS 1. OFFICE EQUIPMENT Equipment Ownership St Maintenance CRS 2-5.1 Responsible Destroy after 
08.1 {Records documenting ownership and 

maintenance of off 	owned 

equipment. Includes, but is not limited 

to warranty Information, owner's 

manual, maintenance logs, etc.) 

and 885-25.4 for 

maintenance 

service contracts 

and purchase 

order retention 

Agency disposal of 

equipment 

Information. 

GRS I- ORGANIZATIONAL Departrnentintexnal Organization Chart Responsible years after 
FILES Ittlay include reorganIzatIon proposal, 

and support doCurnOnts.) 

Agency superseded 

GRS I- PLANNING Long-term Manning Responsible 3 years after 
10.1 (Includes department plans, mission 

statements, etc.) 
Agency completion 

885 1- POLICY & Department Policy St Procedures Responsible 10 years after 
PROCEDURES (Policies, procedures., climctives. 

manuals developed by the department 

to govern its Internal functions.) 

Agency superseded 

GRS 

 

I. PUBLIC NOTICE Public Notice Records I. City Clerk 1.. Gay Clerk: 
12.1 (Affidavits of pubkation, notice of 

meetings, proof of publication and 

other records documenting comOance 

with laws requiting public notice of 

government activities.) 

For City 

Council 

legIslative 

action t 

2. Agencies 

For Agency- 

level action) 

Permanent 

7. Agency: 10 

ears after 
rues 

superseded 

81151.- PROIECTS Project File Pnon-CIP/construction) Responsible 8 years after 
{Records documenting various 

department long- and short-term 

projectc for which the department is 

the office-of-record. May Include, but 

not limited to, studies & reports, 

Plans, status reports, meeting notes, 

background material, correspondence.) 

Agency Completed or 

closed 

Page 3 



RECORDS RETENTION SCHEDULE "General Records Schedule 
(for Records Common to Many Agencies)" Ci y County of Honolulu 

RECORD CATEGORY RECORD TITLE COMMENTS SYSTEM OFFICE OF 

RECORD 

RETENTION 

PERIOD 
GRS 1- PUBLIC RELATIONS Compleints & Requests Complaints & DARTS Responsible 2 years after 
14a (Citizen complaints or requests about 

service, maintenanee, repairs. 

materials, etc. Includes all data and 

support documents necessary to 

address/Complete the complaint or 

request.) 

requests are 

received directly 

by the 

department or 

are forwarded by 

Public 

communications. 

Agency completed or 

closed 

GRS 1- PUBLIC RELATIONS Public Complaints Complaints & Responsible 2 years after 
14.2 requests are 

received directly 

by the 

department or 
are forwarded by 

Agency completed or 

closed 

Public 

Communicationz 

GRS 1.. PUBLIC RELATIONS Speeches, Addresses, Testimonles Revers:61e Not longer 
14.3 (Remarks made at formal ceremonies 

and events by department/agency 
heads concerning the 

program/department,) 

Agency than R years 

GRS1.- RECORDS Records Retention Schedules MRC-RM 10 years after 
15.1 MANAGEMENT • Agertcy-specific Schedules Superseded 

For records unique to She agency.) 

• General Records Schedules 

(Retention schedule for records that are 

commonly held by agencies.) 

GRS I- RECORDS Records NS-ruction Documentation I. Responsible 10 years after 
15.2 MANAGEMENT (Includes but Is not limited to 

destruction fiats, destruction 

authorization and related 

correspondence.) 

Agency (in- 

department 

destruction) 

2. MRC-RM 

completed 

(destruction of 

records in 

archived 

Page 4 



RECORDS RETENTION SCHEDULE "General Records Schedule 
(for Records Common to Many Agencies)" City County of Honolulu 

RECORD CATEGORY RECORD TITLE COMMENTS SYSTEM OFFICE OF 

RECORD 

RETENTION 

PERIOD 
(3RS 1- REPORTS- Annual & Special Reports MRC Permanent 
16.1 DEPARTMENT (Summery reports documenting the 

program or primary activities and 

accomplishments of the department) 

ORS 1.. REPORTS.. Administrative Rosons Responsible 7 years after 
DEPARTMENT (Monthly, quarterly or other periodic 

activity reports prepared for internal 

administrative or operating purposes. 

Agency end of fiscal 

year 

May be used for compiling annual 

reports, planning 8. ■ budgeting,) 

GRS Is REPORTS - Publications issued by or for Oty Refer to Chapter AOC Permanent 
52JBLISHED 16.3 

 

agencies (Includes any consultant 

study, document, compilation, joionel. 

report, rules and regulations, but 

eseluding publications determined by 

the Issuing agency to be of a 

confidential nature.) 

2, Article 21 of 

ROH for 

publication 

distribution 

requirements. 

GRS 1- SAfETY Safety Committee Records Responsible years 
17.1 (Records documenting actions of the 

workplace safety committee.) 

GELS 12. SAFETY OSHA Reports: Reports submitted to Does nor Include Responsible 5 years From 
17.2 Nosn, including: 

• Log of Work-rated Injuries & Illnesses 

OSHA-related 

medical records. 
Agency the date of 

the 
.(Form 200) and Summary 0Orns 200A Jury/illness 
• Injursg, iliness Incident Report 
(Form 30VIMP ISWC-I/DHR ISWC-2) 

Page 5 



RECORDS RETENTION SCHEDULE "General Records Schedule 
(tor Records Common to Many Agencies)" Ci y County of Honolulu 

RECORD 

it 

CAItGORY RECORD TITLE COMMENTS SYSTEM oFFICE OF 

RECORD 

RETENTION 

PERIOD  
ORS 1- 

OHS 

ORS 
20,1 

SECURITY 

SURVEYS & REPORT 

GOVERNMENT 

RAVEL 

Log books 

• Security logs that document fadlity 

checks, events, incident and conditions, 

'Visitor control logs that record names 

of visitors, outside contractors, service 

personnel, etc- 

Security incident reports 

*Routine incidents that do not require 

further investigation by agency 

personnel and/Or police. 

•Serious incidents that are referred to 

police 

Reports &surveys requested by U.S. 

government or State of Hawaii (i.e., 

(e1-I5LES Bureau surveys.) 

Department Travel Files 

(Includes travel request & approval; 

report of completed travel.) 

Responsible 

Agency 

Responsible  

Agency 

Responsible 

Agency 

2 years 

4 years  

FINANCE & ACCOUNTING 
OR 

ORS 2. 

BUDGET 

EXPEfIDITUIIES 

Budget Requests 

Budget -Annual Operating & OP 

Budget Management Reports i.e.,( 

quarterly performance reports.) 

ADcounts Payable - Payment Requests 
• contract payments 

• EmplOyee expanse records 

• Petty cash replenishment 

• P-card payments 

• vendor payments (with supporting 

documents, including invokesIreceip 

approval to Pay, Purchase orders, 
retOndliadOn, etc.) 

OHERPS/ 

ABS 

Si 
finAdvantage 

RFS-Budget 

BES- 
Accounting 

1. Office or 

recorth 

Permanent 

2. Agency 

files: As 

needed, but 

of longer 

than 3 years 

Office of 

Record! 8 

years 
Agency files: 

B. years 

Page 



RECORDS RETENTION SCHEDULE "General Records Schedule 
(for Records Common to Many Agencies)" Ci y County of Honolulu 

RECORD 
# 

CATEGORY RECORD TITLE COMMENTS SYSTEM OFFICE OF 

RECORD 

RETENTION 

PERIOD 
ORS 2- P.-CARD Request for P-card E-form. Hard C2HERPS/ BE- 6 years after 

02,2 (Emp[oyee .applicalOn/ 

agreement) 

copy is official 

record. 

FinAdvantage Accounting separation of 

employment 

- 

GRS 2- GRANTS • Grant Application 8,  Award Includes grants Responsible 10 years after 

03.1 (Records that document the 

application, evaluation and award 

process May indude, but Is not limited 

to, application/proposal, budgets, 

exhibits, award notification.) 

• Grant Management (Records that 

document the administration, 

monitoring, and status of grants in 

which the department is the recipient 

or administrator. May include, but Is 

not limited to, progress report ,  
budgets, allocation of funds, contracts, 

reimbursement claims, records of 

moraoring & measurement of 

achievement, equipment Inventories, 

financial reports, grant accounting 

records, audit reports, and related 

correspondence.) 

from federal, 

state, or private 

funding sources. 

Agency finai repmt is 

submitted & 

accepted, or 

after 

completion of 

plan or 

project, 

whk.hever is 

later; unless 

HUD Grant, 

then a 

minimum of 3 

years 

GNS 2- 

03.2 

GRANTS Grant Applkation - Not Awarded Responsible 

Agency 
Not longer 

than 3 years 

GRS 2.. PAYROLL Time &Leave Records Approval (orrn CCHPIA Responsible 6 years 
04.1 lEmployee Ornesheetsitinle Cards 

w/supporcing leave records.) 

printed and 

attached to 

tirnesheet file. 

Agency 

Page 7 



RECORDS RETENTION SCHEDULE "General Records Schedule 
(for Records Common to Many Agencies)" Ci y County of Honolulu 

RECORD 

# 

CATEGORY RECORD TITLE COMMENTS SYSTEM OFFICE OF 

RECORD 

RETENTION 

PERIOD 

ORS 2- PURCHASING Contract Management Original contract Responsible E. years after 

0.5.1 /Includes budget approval form, copy of 

contract amendments/change orders, 

notice to proceed, correspondence and 

other records to administer/ 

manage the /OntlaS/4 

and amendments. 

to Purchasing for 

retention. 

Agency termination 

or completio 

a/contract 

• Consultants & professional 

services 

*Goods & services 

• Maintenance service 

Contract Management for 

Construction-SEE GB Public Fat/Ries 

& Infrastructure 

GRS 2- 

05.2 

PURCHASING Unsuccessful Bids & Proposals 

/Submitted bids nor awarded) 

C2HERPS, 

PaPer 

Purchasing 6. years.. 

goods & 

services 

10 years - 

construction 

GRS 2- PURCHASING Purchase Requisition OHERPS Purchasing 5 years 
053 

ORS 2- 

• 

PURCHASING Purchase Order 

/ ■ ncludng records documenting orders, 

authorization and evidence of receipt of 

purchase of goods and services.) 

Purchasing Dept 

furnishes an 

electronic copy 

for the agent)/ 

C2HERPS Purchasing 5 years 

GRS 2- 

053 

PURCHASING Inventory Report Anrwat Agency 

se/Mc/Won of report accuracy 
• personal property Inventory 
• Real property inventors/ 

Inventory report 

verified and 

certified by each 

agency. 

Purchasing 3 years 

CRS 3 HUMAN RESOURCES 

Page 8 



RECORDS RETENTION SCHEDULE "General Records Schedule 
(for Records Common to Many Agencies)" Ci y County of Honolulu 

RECORD 
# 

CATEGORY RECORD TITLE COMMENTS OFFICE OF 
RECORD 

RETENTION 
PERIOD 

ORE 3- EQUAL Employee DOCOminazion ComplaOts S veara after 

OP 	T 	ITV • Complaints and related internal 

investigative has of matters Involving 

allegations of dIserkninatIon, 

harassment or retaliation for engaging 

in protected activity under 

thscommanon laws. 

separation at 

which  

agendes 

transfer files 

to E00. 

EQUAL Equal Employment Opportunify Survey Maintain in  

OPPORTUNITY Folder 

• contains Equal Employment 

Opportunity Surveys of all employees. 

If employee moves to another 

department/agency, the form should 

be transmitted to the personnel 

Onction of the receiving entIty. 

separate 

folder until  

separation at 

which time 

Agencies  

vansfer files  

to DOI 

EQUAL Sexua!aarassment Training Records Maintain 

01 OPPORTUNITY • Record of employee attendance at 

sexual harassment training (i.e. sign-in 

sheet) and Quiz completed. 

• All sexual harassment training retards 

must be retained in a readily retrievable 

manner. Record of all training sessions 

and quizzes completed Siang 

employment are to be retained. 

attendance 

informaOon 

until last 

employee on 

list separates 

from: service. 

Maintain all 

individuaI  

quiz 

documents  

until 

employee 

CRS EMPLOYMENT & 1..9 Form Maintain in  

02 PERSONNEL SERVICES parate 

older until 

separation at 

Nth time 

Agencies to 

transfer  

to OHR 

Page 



RECORDS RETENTION SCHEDULE "General Records Schedule 
(for Records Common to Many Agencies)" City County of Honolulu 

RECORD 

if 

CATEGORY RECORD TITLE COMMENTS SYSTEM OFFICE OF 

RECORD 

RETENTION 

PERIOD 

GRS 3.. 

02.2 

EMPLOYMENT & 

PERSONNEL SERVICES 

Priority Placement AppliCOIOn Ne0G0v, 

Paper 

Responsible 

AgenoY 

1. Hired 

Employees - 

maintain in 
personnel 

folder for 

active 

employees 

2, Applicants 

Not Hired - 2 

years from 

date of action 

.a-RS 3- EMPLOYMENT & Lautenbere Polder Responsible 3 years after 

PERSONNEL SERVICES • Criminal History Record Clearance to Agency seOration 
Access/Carry/Possess Firearm or 

Ammunition 

Conditional Selection for Lautenberg 

Position 

'RS 3- 

02.4 

EMPLOYMENT & 

PERSONNEl. SERVICES 

Certificate of Eligibles NeoGov, 

Paper 

Responsible 

Agency 

2 years from 

date of 

referral 

GRS EMPLOYMEPif & Official Personnel Folder (the official Responsible maintain anti 
02.5 PERSONNEL SERVICES repository of reamM and reports of 

personnel actions effected during an 

employee's service with the OW. It is 

the actual basic source of factual data 

about an intlividuars OW employmen0. 

Agency separation, at  

which time 

agencies 

transfer files 

to MIR 

ORS 3 EMPlOYMENT & Designation of Subordinate Responsible Maintain until  
02.6 PERSONNEL SERVICES Agency designation 

no longer 

valid 
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RECORDS RETENTION SCHEDULE "Genera Records Schedule 
(for Records Common to Many Agencies)" Ci y County of Honolulu 

RECORD 
a 

CATEGORY RECORD TITLE COMMENTS SYSTEM OFFICE OF 

RECORD 

RETENTION 

PERIOD 
GRS 3- EMPLOYMENT & TM Folder Responsible years from 

023 PERSONNEL SERVICES • Claim for Temporary Disability 

Smelts 

• Sick Leave/TDI Record Worksheet 

Agency date of 

receIpt of the 
claim 

... GeniGI ofClairn for Disabay Benefits 

GRS 3- EMPLOYMENT & EC-G. Form ResponsibIe Maintain until 
02.8 PERSONNEL SERVICES Agency superseded 

GRS 3- EMPLOYMENT & Certificate of Receipt for Part-lime and kle5pOnsble 10 years 
022 PERSONNEL SERVICES Temporary Employees Not Eligible for Agency 

Regular EMT BenePts 

GRE 3- INDUSTRIAL SAFETY OSHA Folder Responsible 7 years from 
& WORKERS • Vehicle ArxEdent Investigadon Report Agency the date of 
COMPENSATION • Report of Industrial Injury or Illness 

Worm301/1MR ISWC-1/DHR GWG-2) 
accident or 

from the year 

that the 

injury 

occurred. 

GRS 3- INDUSTRIALSAPETY Request for Temporary Hazard Pay Responsible 6 months 
03.2 &WORKERS 

COMPENSATION 

Renewals Agency from date of 

request 

ORS 3.. INDUSTRIAL SAFETY Optional Request to PurchaSi? Safety Responsible 5 years from 
03.3 & WORKERS 

COMPENSATION 

Shoes Agency date of 

request 
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RECORDS RETENTION SCHEDULE "General Records Schedule 
(for Records Common to Many Agencies)" City County of Honolulu 

RECORD 

it 

CATEGORY RECORD TITLE COMMENTS SYSTEM OFFICE Or 

RECORD 

RETENTION 

PERIOD 

GRS 3- LABOR RELAHONS & Labor Disputes Responsible S years from 

04.1 GINNING (arbitration decisions, grievances,. 

mediations) 

Agency date of 

grievance for 

Step 1 

grievances 

GAS 3- LABOR RELATIONS& State & Federal Family Leave Folder Responsible 3 years from 

04.2 TRAINING • State Family Leave Application 

• State Family Leave Certif icaon of 

Neahh Care Provider 

Agency the latest 

dated record 

related to 

• Federal Family Leave Application State Or 

• FMLA Certification of Health Care Federal 

Provider Family Leave 

• Designation Notice to Employee 

GRS 3- HUMAN RESOURCES Confidential Media Information Health Services Responsible 7 years after 

05.1 .(Employment related documents that 

contain personally Identifiable medical 

information which are not already 

covered in GRS 3. These documents 

would include dectoes notes attached 

to requests for sick leave and medical 

information attached to requests for 

accommodations 

Documents are 
not included in 

the category ,  
Does not include 

OSHA-related 

medical records. 

Agent/ the 

emplOyee's 

separation 

from service 

GRs 3- ALCOHOL & DRUG 

TESTING 

Alcohol & Drug Testing Records 

retained in conformance with the U.S. 

Responsible 

Agency 

1 year 

DOT rules: 

• Negative test resu ■ ts 

• Alcohol test results less than 0.02 

GRS 3- ALCOHOL & DRUG Alcohol & Drug Testing Records Responsible 5 year 

TESTING • Employee evaluation and referrals to Agency 
SAPS 

• Follow-up tests and follow-up 

schedules 

• Refusals to test 

• Alcohol test result" 0.02 or greater 

— 	- ' 
GRS 4 INFORMATION SYSTEMS 
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RECORDS RETENTION SCHEDULE "General Records Schedule 
(for Records Common to Many Agencies)" a y County of Honolulu 

RECORD 

p 

CATEGORY RECORD TITLE COMMENTS SYSTEM OFFICE OF 

RECORD 

RETENTION 

PERIOD 

ORS 4- COMPUTER Software Licensing DIT, V% 6 year5 after 

01.1 SOFTWARE LICENSE (Software license agreement and record Other use of 

of program implementation by the Responsible software 

department.) Agencies terminated 

GRS 4- COMPUTER SYSTEM Program Documentation Responsible 3 years after 

02.1 PROGRAMS (Records that document the addition, 

modification or removal &software 

from computer systems. May Include 

system overviews, operator instrycdon 

manuals, system sped, Rations and 

changes...conversion notes, program 

specifications and Changes, comrnercial 

software manuals, and related 

correspondence and documentation./ 

Agenty program 
terminated 

GRS 4.. INFORMATION Department tOng..range & Short-range Responsible 3 dean after 

011 SYSTEM PLANNING & Mans Ageing' end of plan 
DEVELOPMENT 

GRS 4.. INFORMATION Department IT Projects Responsible 5 years after 
032 SYSTEM PIANNING & (Records that document the planning POMMY Project is 

DEVELOPMENT and development of Information 

systems. May include feasibility 

studies, cost-benefit analyses, surveys, 

SyStenlspeCif [cations and revisions, 

software evaluations, technical and 

vendor literature, vendor Proposals and 
correspondence.) 

completed 

GM 4- INFORMATION Department Disaster Recovery Responsible 3 years after 
03.3 SYSTEM PLANNING& Procedures Agency superseded 

DEVELOPMENT 

GRS 5 PUBLIC FACILITIES & INFRASTRUCTURE 
Long-te m physical assets financed and constructed by the government) 
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RECORDS RETENTION SCHEDULE "Genera Records Schedule 
(for Records Common to Many Agencies)" Ci y County of Honolulu 

RECORD 

# 

CATEGORY RECORD TITLE COMMENTS SYSTEM OFFICE OF 

RECORD 

RETENTION 

PERIOD 

GRS 5- PLANNING Project Plan ing Responsible 10 years after 

01.I. (Includes records of deliverables, land 

plannIng information, environmental 

reports & assessments, geotechnicat & 

engineering reports, government 

approvals, etc.) 

Agency completion of 

consultant 

contract or 

completion of 

project 
plannIng, 

whichever 

later 

GRS 5- DESIGN Project Design Responsible 10 years after 

02.1 (Includes correspondence, meeting 

records, records of deliverables, bid 

documents, addenda) 

Agency completion of 

consultant 

contract or 

completion of 

project 

design, 
whichever is 

later 

GRS 5- DESIGN Design Plans Responsible Permanent 

02,2 /Original tracings of construction plans 

for City buildings and infras!ructure) 

Agency Or 

Appropriate 

Agency 

(3R.5 5- CONSTRUCTION Project Construction Files Responsible 10 years alter 

.K.onstruction management records, 

including Progress reports, schedules, 

inspectors' day reports, 

correspondence, meeting records, Ms, 

final submittals, etc.) 

Agency final payment 

30 years after 

project 
completed If 

project 

includes 

asbestos 

abatement 

aRS 5- CONSTRUCTION Final Construction Document. Responsible Permanent  

(Includes certifications; 

correspondence; materials brochures.) 

Agency 
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RECORDS RETENTION SCHEDULE "General Records Schedule 
(for Records Common to Many Agencies)" City County of Honolulu 

RECORD CATEGORY RECORD TITLE COMMENTS SYSTEM OFFICE OF 
RECORD 

RETENTION 
PERIOD 

GRS 5- CONSTRUCTION Final construction Documents. Responsible Permanent 

033 Includes final as-built drawings, 

inspector's set.) 

Agency 

(3RS 5- CONSTRUCTION O&M Manuals & Reference Files Responsible When 

07.9 Agency or 
Appropriate 

superseded 

or replaced 

Agency 

CONTRACT Contract File 	non-record copy) OFS/Purthas- Keep with 

(Includes copy of 'ontract and contract ing (GRS 2-5.1 project files 

amendments, billings)1invoices, 

supporting documents related to 

contract.) 

cOntr:ICIO 

SFS/Acct & 

Fiscal (GRS2- 

until project 

is completed. 

Note l EFS Pollciez and Procedures 

2.1 billings/ 

invoices) 

Manual requires a file with copy of 

contract/amendments and supporting 

documents {section 1.2 and 1.14 

GRS 5- CONTRACT Contract Management Responsible 10 years after  

04.2 (SupportIng documents related to 

contract that are not retained by 

Agency completed 

Purchasing,. Including payroll records 

and weekly Statements of compliance 

for construction contracts.) 
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